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SECRETARY TO THE POLI CE CHI EF

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses a responsible clerical position, the
primary duty of which is assisting the Police Chief by
perform ng duties required to manage office functions and by
handl i ng cl erical and m nor adm nistrative duties. The enployee
of this class acts as a receptionist for the Chief's office,
keeps records for the Police Chief, types records and reports,
mai nt ai ns supplies and equi pnent, and assists with financial
managenent duties. The Secretary to the Police Chief perforns
routine duties independently, wth instruction for special
assignnments received fromthe Police Chief. The incunmbent is
responsi ble directly to the Police Chief who directs and revi ews
work of this class.

EXAMPLES OF WORK

Exanples |listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which nmay be | ogqical
assignnents to this class.

Pl aces telephone calls for the Police Chief. Answer s any
t el ephone calls comng in on assigned |ines and handl es routine
matters, or transfers caller follow ng department procedures.
Keeps records of the schedule and notifies the Chief of
appoi ntnents, neetings, or other schedul ed events. Acts as
receptioni st and handl es any routine requests by visitors to the
Chief's office.

Replies to any routine correspondence or requests on own
initiative followi ng departnental procedures, or from oral or
witten directions by the Chief. Conposes business letters,
usi ng correct grammar and punctuation. Types letters, forns,
nmenos, statenents, formal reports, or any other documents

assigned by the Police Chief. Proofreads typed material and
corrects errors. Sorts and distributes the mail to the proper
person, section, or office. Processes outgoing mail and

i nt erdepartnmental correspondence.

Fil es correspondence, cards, forns, records, or reports in files
where they are organized al phabetically. Operates a conputer
terminal in order to enter or retrieve information fromfiles.

Operates a cal cul ator, copying machi ne, and fax machi ne.

Recei ves departnent records and reports and processes or files
them according to departnent procedures. Enters routine
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information in departnment records (such as accounting records,
personnel records, information files, or other related files).
Conpi |l es and organizes data for reports and wites reports.
Fills out all forns or records required or assigned to this
position.

Accounts for the noney and assets of the departnent. Makes
cal cul ati ons necessary to conpute payroll and prepares payroll
records. Takes conplaints from enpl oyees about pay and deal s
with payroll section regarding errors, changes, or other matters
related to payroll. |Issues paynents from petty cash.

Prepares purchase requisitions according to departnent
procedures. Disburses supplies and equi pnment as required.

Perforns any related duties assigned.

QUALI FI CATI ON REQUI REMENTS
Unl ess otherwi se specified, all requirenents listed bel ow nust

be met by the filing deadline for application for adnmi ssion to

the exam nati on.

Must neet all requirenments of the Minicipal Fire and Police
Civil Service Law, including being a citizen of the United
States and being a qualified elector of the State of Loui siana,
and passing a civil service examnation for the position.

Must be at | east eighteen (18) years of age.

Must present a certificate of typing proficiency, certifying
ability to type forty (40) words per m nute.

Must have a valid driver’s license.

After offer of enploynent, but before beginning work in this
cl ass, nmust obtain a valid Louisiana driver’s |license.

After offer of enploynent, but before beginning work in this
cl ass, nmust pass a medi cal exani nation prepared and adm ni stered
by an aut hori zed Doctor authorized by the Appointing Authority,
designed to denonstrate good health and physical fitness
sufficient to performthe essential duties of the position, with
or without reasonable accommodati on.

Must have a high school diploma or a valid certificate of
equi val ency issued by a state departnment of education.
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